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STATE OF TENNESSEE

EDISON SYSTEM PROCEDURES

Contract
Notifications —
Understanding Contract

Notifications



A.1. Understanding Contract Notifications

Supplier Contracts > Create Contracts and Documents > Contract Entry

Edison Role: TN2_PU_CN_AGCY_CONITRACT_ADMIN

[> Manager Self Service
> Facu Contract Entry
[ TN Conversions
= Supplier Contracts Enter any information you have and click Search. Leave fields blank for a list of all values.
= Create Contracts and
Documents _
Find an Existing Value Add a New Value
— Document Management
— My Contacts / Limit the number of results to (up to 300): |300
Collaborators SetiD: I: vl SHARE aQ,
[> Monitor and Update - -
e Contract ID: | begins with =|P0000000000000029450
I Manage ContractLibrary | contract Process Option:|= = =l
[» Supplier Contracts Setup - -
[> Search Content Short Vendor Name: |beg|ns with j| Q
[» Contract Release Master Contract ID: | begins with j | a,
Frocesses
[ Related Links
[ Products Search | Clear | i iteri
e —— Basic Search E Save Search Criteria
[> ltems
[» Cost Accounting
[ Vendors Find an Existing Value | Add a New Value
r Purrhacinna

Step Action

1 Click the Find an Existing Value tab

NOTE: Set ID will default as SHARE

2
3 Key in Contract ID
4 Click the Search button.




A.1. Understanding Contract Notifications (cont)

Supplier Contracts > Create Contracts and Documents > Contract Entry (Thresholds and
Notifications)

Edison Role: TN2_PU_CN_AGCY_CONITRACT_ADMIN

My Page HR Benofits m fInance Procwcement | Logistics | Tradning

TN Ennancements ~| Lo
grioorbersoalil <o~ | O iwsse [ Smien fisasses |
Manajer Defl Gerate :
Moy .
FacH Setx MARE Statun AOLrOvea W
<_"‘°’°’"""‘;’ Contract I0: 00000000OCICICI OO0 D46 atract Ty
Craate Conkeacts and Addrvers sy o000 JereairOs00 Q Socermy A Gross
Douments * Authored DOCumont
Do t Manaser Authored Stanss Deat Vel s 004 Amendment: 0 Mantan Documert |
Monter and Update
Agreements Process Opson Purchase Oroe Eot Comments Ahvle LOg
AT | Seie.
Search Contert Vendor £ 0000000001 General Seasicns Cout S S =
Convact Redease e AR -
Procenses Begn Date 1nweon vendor Detady
mmcnon"”' e Exgure Oate: 1202011 S0 Conkac Manmum Amount 100000 USD
; Retated Links Currency USD  CRRNT Line Reteased 000
I Custamar Contracs Primary Contact: Open ltem Ratst 000
b Cost Accounseg Vender Contract fed Tots! Raseased Amount: 000
i Vendons Descrpton
b Purchaning
¢ lewentory Master Coraract X Remasrsng Amaoure: 100000
sProcurement Tax Exemgn - Remeersng Percent 100,00
b Sowang
! Demang Planaing * Deger Contract Optons
Program Wanagemant Abow Mutticurrency PO Aoy Open e Reler once Must Use Contract Rase Date
' mﬂxlg‘e o Coeporate Contract Adgunt Verdor Pricing lest Rave Date 2011
] Lock Chartheios Price Can Be Changed on Order
Accoures Recenatie
 ALLourts Payadie PO Dttty £0 Qo e Podng
Astad bl an wcsrnand
Step Action
e e ™ e ..
5 Contract Administrators have the ability to be notified when Contracts are expiring

and when Contracts have a designated amount of the Contract amount released and
unavailable to spend. The Notifications can be established on the Threshold and
Notifications page within the Supplier Contracts page. Notification is established on
a contract basis.

6 Once on the Threshold and Notifications page for a Contract, the Contract
Administrator can select a checkbox to signify that they want to receive
Notifications.

7 By selecting the Checkbox that you would like Notifications turned on, the ID listed

as the Contract Administrator will receive Notifications on two criteria; the Expire
Notification Date and the Maximum Amount Notification Amount.




A.2. Expire Notifications

Supplier Contracts > Create Contracts and Documents > Contract Entry (Thresholds and
Notifications)

Edison Role: TN2_PU_CN_AGCY_CONITRACT_ADMIN

My Page | Payroll | HR Bepciits | 1AL (38 ) Emance Procurement Legistics Iraiming

et
TH Entancements. -~
Emoiores Se3 Serace
:;msnm Contracs Entry
“FECM Threshoids & Notifications
TN Cotwerncns
mc:mn o < Noaty on Expred Excoeds Man
Doourments fryer e TO%001 X Jeremy A Gross
- ‘ Notty Buyed when CONYAT IS wilhen 3000802 Alyt of expewnyg
Uondor and Update Cxpwe Datec 14002011
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eProcutement Maximam Amount 100000 USO
Scwrorg Tots! Line Rebeased Amount 000
Grasts v Open Bem Amcunt Rsleased 000
Program Management
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Bing S Remating Ament 3000600
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5.1 ab|
Step Action
8 A single Notification will be generated on the calculated Notification Date.
9 The Notifications Date is calculated based on how many days less than the Expiration

Date you wish to be notified.

If the “Notify Days Before Expires” field is blank, then the Notification will generate
on the Expire Date.

If no value is entered in the “Notify Days Before Expires”, the value is considered “0”
days less than the Contract Expire date. Thus, zero days less than the Expire Date is
the expiration date.




A.3. Maximum Amount Notification

Supplier Contracts > Create Contracts and Documents > Contract Entry (Thresholds and
Notifications)

Edison Role: TN2_PU_CN_AGCY_CONITRACT_ADMIN

* %k

Step Action

11 A Notification will be generated every time the Notification Process runs and the
Total Released Amounts are greater than or equal to the Notification Amount.

12 A Notification will be generated every day the criteria is true for the Notification
Amount.

13 The Notification Amount is based on the percentage less than the Maximum Amount
to spend on the Contract or a designated amount.

14 If the Notification Amount field is blank, then the Notification will generate when the

Released Amount equals the Maximum Amount of the Contract. It will generate each
day the Notification is selected and there is no Available Amount on the Contract.

If no value is entered in the “Notification Amount”, the value is considered “0” percent
and also when an amount less than the Maximum Amount is entered. Thus, zero
percent or dollars less than the Maximum Amount is the maximum amount.

Please put the maximum amount of your contract in the “Amount Less than
Maximum” field to prevent unwanted emails.




A.4. Threshold and Notification Considerations

Supplier Contracts > Create Contracts and Documents > Contract Entry (Thresholds and
Notifications)

Edison Role: TN2_PU_CN_AGCY_CONITRACT_ADMIN

Step Action
15 Only one criterion must be met for a Notification to be generated.
16 The page’s fields are “Open” and available for change regardless of the Contract’s status.
17 Once a Notification is generated and the Notification is in a worklist, the Notification can

be removed from the worklist. To remove the worklist Notification, the user should
perform the following:

1. Click on the link on the worklist Notification

2. User will be taken to the Contract page

3. Click Save on the Contract

4. The worklist Notification is removed




A.4. Threshold and Notification Considerations
cont.

Supplier Contracts > Create Contracts and Documents > Contract Entry (Thresholds and
Notifications)

Edison Role: TN2_PU_CN_AGCY_CONITRACT_ADMIN

ttDs:#Www‘ed\son‘trv.\;DW'DSDﬂDaDrd,Z/EMPLOYEEJ'ERPJ'C/CONTRACT,MGMT.CS,CONTRACT,ENTRY.GEL?Page:CS,CNTRCT,HDR&Act\on:U&CNTRCT,]D:UUUUUDUUUUIVl 4 |[##][x L2\~

Eil=  Edit Wiew Favorites  Tooks  Help

W e I-Cuntract Entry I_} 3 - B - &= - [hpage - {5 Tooks -

The State of Tennessee’s Enterprise Resource Planning Solution
My Links | Select One: ~| Search

Payroll Finance Procurement Logistics Iraining Welcome Jeremy A Gross

Home|Sign out {closes window]

E:::N E‘nnanc;r;egts -~ Mew Window | Help | Customize Page | & #
mployee Self-Senvice =
> Manager Self Service Contract Create Release Review Releases
(> HGM .
> Fscm Seti: SHARE =Status: | Approved v
[ TN Conversions Contract ID:
T 9000000000000000000029450 Contract Type
= Create Contracts and Administrator: ierea0705001 & Jeremy A Gross
Documents ~ Authored Document
ntract Entry
— Document hlanagem Authored Status: Draft Version: 0.04 Amendment: 0 Maintain Decument
- by Contacts /
Collaborators
> Monitor and Update
Agreements Process Option: Purchase Order Edit Comments
> Manage Contract Librar N Contract Activities
I Supplier Contracts Sel. Vendor: LAWRENGE C-001 Primary Contact Info
[> Search Content Vendor ID: 00000000071 General Sessions Court
I Contract Release Contract Agreement
Pracesses Begin Date: 1112/2011 Vendor Details
> Syndication and
M!;ssagmg Expire Date: 11/30/2011 Sub Contractor Maximum Amount: 1,000.00 USD
I> Related Links Currency: UsD CRRNT
> Products Line Released: 0.00
[> Customer Contracts Primary Contact: Open ltem Relsd: 0.00
[ ltems . )
[+ Cost Accounting Vendor Contract Ref: Total Released Amount: 0.00
E‘Pfer‘d:fs Description:
urchasing -
[ Inventory Master Contract ID: Remaining Amount: 1,000.00
[ eProcurement Tax Exempt i Remaining Percent:
[- Services Procurement Supplier Type 100,00
[> Sourcing SWC Nbr
E gem(and Flanning ~ Order Contract Options
rants
[> Program Management Allow Multicurrency PO Allow Open Item Reference Must Use Contract Rate Date
> Project Costing Corporate Contract Adjust Vendor Pricing First
[> Travel and Expenses o ! "o Rate Date: Ti2izom -
[ Billing [JLock Chartfields Price Can Be Changed on Order
> Accounts Receivable
> Accounts Payable PO Defaults PO Open Item Pricin:
[> Asset Management
b el Add Items From
[» Cash Management
> Commitment Control Catalog ltern Search
> General Ledger
[» SCM Integrations =
o Details =l
| @ |
L@ €D meernet 00~ I
ey . . . “« .
18 The Notification can be disabled by unselecting the checkbox “Notify on
Expire/Exceeds Max”
19 Amount Notification will be generated daily as long as the criteria are met. However, if

a Contract Amendment is processed and the Maximum Amount of the contract is
increased, the percentage criteria could change and the notification amount may
change. On any contract amendment when a contract has Threshold and Notifications
enabled, check the notification amount after the Max Amount increase to ensure the
desire value is entered.




20

For Contracts that do not have a Maximum Amount (such as unlimited amount
Contracts or Statewide Contracts), the Amount Notification will be irrelevant. Since
there is no amount to reach for a Threshold Notification, the Notification will never be
generated based on the Amount Notification. A buyer may still use the Expire
Notifications for these types of Contracts.




A.4. Threshold and Notification Considerations
cont.

Supplier Contracts > Create Contracts and Documents > Contract Entry (Thresholds and
Notifications-Notily on Expire/Exceeds Max)

Edison Role: TN2_PU_CN_AGCY_CONITRACT_ADMIN

{= Contract Entry - Microsoft Internet Explorer provided by State of Tennessee

@‘- R Ehttps:#www‘edison‘tn.guvfpspﬂpaprd_ZﬂEMPLOYEEIERPI:!CONTRACT_MGMT.CS_CONTRACT_ENTRY.GBL?Page:CS_CNTRCT_HDR&Act\un=U&CNTRCT_ID:UUUDDDDDUUIVl G [[*][x] [

-

File  Edit Wew Favortes Tools Help

— - - »
e e I-Cnntract Entry ] } T - Bl = - hPage - (0 Tools +

The Stare of Tennessee's Enterprise Resource Planning Solution

My Links |Select One w | Search Gol Home|Sign out (closes window]

Einance Procurement Logistics Training Welcome Jeremy A Gross
[> TN Enhancements - Mew Window | Help | Customize Page | f5h
(- Employee Self-Service
[ Manager Self Senvice Contract Entry
> HCM R R
- Fscm Thresholds & Notifications

[» TN Conversions

= Supplier Contracts
= Create Contracts and [] Notify on Expired/Exceeds Ma

Bocuments Buyer: ljerea0705001 A Jeremy A Gross

— Contract Entry — . -

— Document Wanagem Expiration Date Notification

— My Contacts /

Collaborators Notify Buyer when contract is within specified days of expiring

[> Monitor and Update Expire Date: 1112002011

Agreements
> Manage Contract Librar Notify Days Before Expires:

[ Supplier Contracts Setu

I Search Content Notification Date:

I Contract Release Maximum Amount Notification
Processes

[> Syndication and Notify Buyer when the total contract released amount is either within the specified
Messaging amount , or within the specified percentage, of the maximum contract amount,

[> Related Links

[> Products .
b CustomenContads Amount Less than Maximum: uso
[+ ltems Percent Less than Maximum:
> Cost Accounting
[» Vendors HNotification Amount:
= st summan
(> Inventary
[+ eProcurement
[ Services Procurement  —
(> Sourcing Total Line Released Amount: 0.00
- Demand Flanning
[ Grants Open ltem Amount Released: 0.00
[» Program Management
(> Project Costing
> Travel and Expenses Total Released Amount: 0.000
EE(‘:I(‘:ISLQIHIE Receivable Remaining Amount: 1000000
[» Accounts Payable Remaining Percent: 100.00
- Asset Management
[ Banking OK | Cancel | Refresh
[ Cash Management
[ Commitment Cantrol
- General Ledger
- SCM Integrations

< | > i

Maximum Amount: 1,000.00 UsD

]
Done L& @ meermet 0% - I

21 Checkbox titled “Notify on Expire/Exceeds Max” needs to be selected

) Buyer (Contract Administrator)

The buyer cannot be assigned specifically for the Notification. The buyer is the Contract
Administrator. If the buyer “Name” is changed, it will also change the Contract
Administrator Name on the Contract as well.




A.4. Threshold and Notification Considerations
cont.

Supplier Contracts > Create Contracts and Documents > Contract Entry (Thresholds and
Notifications>Expire Notifications)
Edison Role: TN2_PU_CN_AGCY_CONITRACT_ADMIN

EXAMPLE 1.

- Microsoft Internet Explorer provided by State of Tennessee

- https:ﬁwww‘edlsnn‘tr\.gDv,/'psDiDapl’d72iEMPLO\‘EEIERPIC#CONTRACTJ’\GMT.C57CONTRACT7ENTR\‘.GEL7Page:(57CNTRCT7HDR&Act\Dn:U&CNTRCTJD:DDDDDDDDDDIVl gj 2| X 2l

_—

Fle Edt Wew Favoritss Tooks Help

W o I-Cmtract Enlry 171 - B & - Shpage - (0 Tooks -

The Stare of Tennessee's Enterprise Resource Planning Solution

My Links | Select One: | Search

Home|Sign out {closes window]

Benefits L Finance Procurement Logistics Training Welcome Jeremy A Gross
[- TN Enhancements »~ New Window | Help | Customize Page | 1,
[ Employee Self-Service
[> Manager Self Senvice Contract Entry
- HCM - -
[~ FSCM Thresholds & Notifications

[» TN Conversions

=~ Supplier Contracis 7] " "
S ien ST miEAT Hotify on Expired/Exceeds Max

Documents Buyer: ieread 705001 QU Jeremy A Gross

— Document llanagem Expiration Date Notification
- Wy Contacts /
Collaborators Motify Buyer when contract is within specified days of expiring.
Dxaﬂ‘mﬂ”‘d Update Expire Date: 117302011
greements
- Manage Contract Librar MNotify Days Before Expires: 30
[> Supplier Contracts Sett
b Segrch Content Notification Date: 10/31/2011
[> Contract Release
Pracesses
I Syndication and Motify Buyer when the total contract released amount is either within the specified
Messaging amaount , or within the specified percentage, of the maximum contract amount
[» Related Links
[+ Products . 100.000
&> Custorner Contracts Amount Less than Maximum: usD
[ ltems Percent Less than-W 10,00
[ Cost Accounting
[> Vendors Notification Amount: 900.0
[» Purchasing

[* Inventory

[» eProcurement

[» Services Procurement
[> Sourcing Total Line Released Amount: 0.00
> Demand Planning
[ Grants Open Item Amount Released: 0.00
[ Program Management
(> Project Costing

> Travel and Expenses Total Released Amount: 0.000
> Billing
> Accounts Receivable Remaining Amount:
[> Accounts Payable Remaining Percent: 100.00
[ Asset Management
[» Banking OK | Cancel | Refresh
- Cash Management
[» Commitment Contral
[ General Ledger

[» SCM Integrations v

< | ¥ 1

Maximum Amount: 1,00000 USD

1,000.000

1
Done [# € mtermet H100% v I

23 Example 1

Expire Notification — A single Notification will be generated on the Notification Date of
10/31/11 from the Expire Notification

10
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Maximum Amount Notification — No Notification will be generated based on the Max
Amount Notification at this time.

A Notification will be generated once and if the Total Released is $900.00 or greater.
The Notification will be generated every time the Notification Process runs and the
Total Released Amounts are greater than or equal to the Notification Amounts.

11




A.4. Threshold and Notification Considerations
cont.

Supplier Contracts > Create Contracts and Documents > Contract Entry (Thresholds and
Notifications>Expire Notifications — Notification Amount Blank)

Edison Role: TN2_PU_CN_AGCY_CONITRACT_ADMIN

EXAMPLE 2.

Contract Entry - Microsoft Internet Explorer. provided by State of Tennessee

@‘C}' hd

Ele Edit Wiew Favortes Tools  Help

ttps: fumms. edlison. tn. gov/psplpaprd_z/EMPLOVEE/ERP/c/CONTRACT_MGMT.CS_CONTRACT_ENTRY GBL?Page=C5_CHTRCT_HDR&Action=UsCNTRCT_In=0000000000 | 4 | 45 [ x| | I2E

v 4R I-Cnntra(t Entry l_l % - B - @ v |=hPage - £ Tools -

The State of Tennessee's Enterprise Resource Planning Solution
My Links | Select One + | Search

Payroll HR Finance Procurement Logistics Training Welcome Jeremy A Gross

Home|Sign out (closes window)

- TN Enhancements New Window | Help | Customize Page | B
- Employee Self-Service
- Manager Self Senvice Contract Entry
1> HGM N N
= FSCM Thresholds & Notifications
[ TH Conversions

< Supplier Contracts v
e e e MNotify on Expired/Exceeds Max

Documents Buyer: jerea0705001 QU Jeremy A Gross

tract Entry — - -
— Document blanagem S R R A i e

b3

— My Contacts /
Collaborators MNotify Buyer when contract is within specified days of expiring
[> Monitor and Update Expire Date: 14/30/2011
Agreements

20

Notify Ds

[ Manage Contract Librar
I Supplier Contracts Sett
> Search Content

[> Contract Release

mum Amount Notification

Processes
[» Syndication and Notify Buyer when the total contract released amount is either within the specifisd
Messaging amount , or within the specified percentage, of the maximum contract amount.

[ Related Links

I» Products Amount Less than Maximurm: usD

[» Customer Contracts

[ Items Percent Less than Maximum:

> Cost Accounting

I Vendors otification Amount:

R @
I Inventory

b EFTEE T Maximum Amount: 1,000.00 USD

[» Services Procurement

> Sourcing Total Line Released Amount: 0.00

I» Demand Planning

I Grants Open Item Amount Released: 0.00

I> Program ar
I Project Costing

I> Travel and Expenses Total Released Amount: 0.000
[> Billing

> Accounts Receivable Remaining Amount: 1.000.000
I Accounts Payable Remaining Percent: 100.00
> Asset Management

[> Banking oK Cancel Refresh

[> Cash Management

[> Commitment Control

> General Ledger

[ SCM Integrations =
£ [ TR S

Done [# & mnternst H100% v

25 Example 2

Expire Notification — A single Notification will be generated on the Notification Date of
10/31/11 from the Expire Notification

12
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Maximum Amount Notification — No Notification will be generated based on the Max
Amount Notification at this time. Though the Notification Amount is blank, the value is
actually $1,000.00. See explanation in the next section.

A Notification will be generated once and if the Total Released is $1,000.00 or )the
Contract’s Full Maximum Amount

The Notification will be generated every time the Notification Process runs and the Total
Released Amounts are greater than or equal to the Notification Amounts.

13




A.4. Threshold and Notification Considerations
cont.

Supplier Contracts > Create Contracts and Documents > Contract Entry (Thresholds and
Notifications>Expire Notifications — Notification Amount Blank)
Edison Role: TN2_PU_CN_AGCY_CONITRACT_ADMIN

EXAMPLE 2 - Blank Field Explanation

{= Contract Entry - Microsoft Internet Explorer, provided by State of Tennessee

@c/. - e s:ffwiva edison.tn. gov/pspipaprd_2/EMPLOYEE [ERF{c/CONTRACT_MGMT.CS_CONTRACT_ENTRY.GBL?Page=C5_CNTRCT_HDREAction—USCNTRCT_1D—00000000001 ~ | £ || 42| x il
File Edit Wiew Favorites Tools Help

o < I-Cnntra(t = 17} ¥~ B) - dm v ibPage - 0 Tools -

The State of Tennessee's Enterprise Resource Planning Solution
My Links | Select One: + | search

Logistics

Homesign out (closes window!

Finance Procurement

Training Welcome Jeremy A Gross

(- TN Enhancements
[~ Employee Self-Service
> Manager Self Service
> HCM N )
[~ FSCM Thresholds & Notifications
> TN Conversions
< Supplier Contracts

= Create Contracts and

HNew Window | Helo | Customize Page | /&
Contract Entry

Notify on Expired/Exceeds Max

Buyer: lierea0705001 S Jeremy A Gross
Expiration Date Notification

Notify Buyer when contract is within specified days of expiring

©> Monitor and Update Expire Date:
Agreements

©> Manage Contract Librar

& Supplier Contracts Set.

I Search Content

I Contract Release
Processes

I Syndication and

11/30/2011
MNotify Days Before Expires: o
Notification Date:

Notify Buyer when the total contract released amount is either within the specified

[ Asset Management
> Banking
> Cash Management
> Commitment Control
&> General Ledger
> SCM Integrations
< | >

~

oK Cancel Refresh

Messaging amount, or within the specified percentage, of the maximum contract amount
© Related Links
&> Products : ]
{ Eustormer contracts Amount Less than Maximum: usD
b ltems Percent Less than Maximum: | 0|
& Cost Accounting
b Vendors Notification Amount:
= [Amount Summary ]
N Amount Summary
b EREECE TR Maximum Amount: 1,000.00 USD
&> Services Procurement
> Sourcing Total Line Released Amount: 0.00
> Demand Flanning )
& Grants Open item Amount Released: 0.00
&> Program Management
&> Project Costing .
b ol e s Total Released Amount 0.000
& Billing
> Accounts Receivable Remaining Amount: 1.000.000
- Accounts Payable Remaining Percent: 100.00

Done

[# & mternet

H 100%

27

Example 2. Blank Field Explanation

Blank Fields for Notify Days Before Expires, Amount Less than Maximum and Percent Less
Than Max represents the value of zero (“0”).

14
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Expiration Date Notification — Since blank field is zero, “0” Days less than the Expire Date
would be the Expire Date. A Notification would be generated on 11/30/2011 (the actual
expiration date).

Maximum Amount Notification - Since blank field is zero, “0” Amount Less than or
Percent Less than the Maximum Amount is the Full Maximum Amount. A Notification
would be generated when the Total Released Amount is $1,000.00 (the Maximum
Amount).

15




A.4. Threshold and Notification Considerations
cont.

Supplier Contracts > Create Contracts and Documents > Contract Entry (Thresholds and
Notifications>Expire Notifications — Notification Amount Blank)

Edison Role: TN2_PU_CN_AGCY_CONITRACT_ADMIN

EXAMPLE 2 - Blank Field Explanation cont.

/= Contract Entry - Microsoft Internet Explorer provided by State of Tennessee

@ S A hitps: fwusms. edison n. gov/pspipaprd_2{EMPLOYEE [ERE </ CONTRACT_MGMT.C5_CONTRACT_ENTRY.GEL7Rage=C3_CNTRCT_HDORéction—USCNTRCT_To=oooonoooom | 44 || 47] < R -

Eile  Edit wisw Favorites Tools  Help

- . »
e I-cmtract Entry I 1 f3r - E] @ - [ Page - £ Tools

The State of Tennessee’s Enterprise Resource Planning Solution

My Links | Select One: ~ | search [l Home|Sian out (closes window)

Einance Procurement Logistics Welcome Jeremy A Gross
(- TN Enhancements ~ Mew Window | Help | Customize Page | 18
- Employee Self-Senice
- Manager Self Service Contract Entry
- HCM - N
[ Fscm Thresholds & Notifications

> TN Conversions
< Supplier Contracts — on .
= Create Contracte and Hotify on Expired/Exceeds Max
Documents Buyer: erean705001 U Jeremy A Gross
— Gontract Entry e —
ument Managem Expiration Date Notification
— Wy Contacts / . i
Collaborators Notify Buyer when contract is within specified days of expiring.
[ xnmmr an'd Update Expire Date: 11302011
greements
[> Manage Contract Librar Motify Days Before Expires: o
©> Supplier Contracts Set. .
b Search Content Notification Date:
[> Contract Release Maximum Amount Notification
Processes
&> Syndication and Notify Buyer when the total contract released amount is either within the specified
Messaging amount, or within the specified percentage, of the maximum contract amount
I Related Links
> Products . o
e — Amount Less than Maximum: usD
I ltems Percent Less than Maximum: | 0
> Cost Accounting
> Vendors Notification Amount:
(et
&> Inventory e
PEmElE Maximum Amount: 1,000.00 USD
[ Services Procurement  —
> Sourcing Total Line Released Amount: 0.00
> Demand Planning
bEarD Open Item Amount Released: 0.00
> Program Management
> Project Gosting
1 Travel and Expenses Total Released Amount: 0.000
&> Billing
. 1,000.000
> Accounts Receivable Remaining Amount: :
> Accounts Payable Remaining Percent: 100.00
> Asset Management
> Banking oK Cancel | Refresh
> Cash Management
[ Commitment Control
I General Ledger
[ SCM Integrations 3
& ) 3 i
I
Done & € meernet 00w - I

Example 2. Blank Field Explanation cont.

29 The above screen shows the Notification Date and Notification Amount as if an Actual zero

“0” was entered.

30 Expiration Date Notification — the Expire Date

Maximum Amount Notification — the Maximum Amount of the Contract

16




A.4. Threshold and Notification Considerations
cont.

Supplier Contracts > Create Contracts and Documents > Contract Entry (Thresholds and
Notifications>Expire Notifications — Notification Amount Blank)
Edjson Role: TN2_PU_CN_AGCY_CONTRACI_ADMIN

EXAMPLE 3 — Expire Notificaton

/= Contract Entry - Microsoft Internet Explorer provided by State of Tennessee

@‘: 3~ ’Ehttps:#www‘Ed\snn.trv.gnw’pspfpaprd72#EMPLOVEEJ’ERPJ’(ICONTRACTiMGMT.C57CONTRACT7ENTRV‘GEUPaqe=CSicNTRCTiHDR&A(tlnn=LI&CNTRCTJD=EIEIEIEIEIIJIJIJIJEH Vl gJ *2 || % ‘

Fle Edt bWew Favortes Tooks Help

— ~ ; »
o I-Contract Ertry l I 3 - Bl - d=h v [GhPage - O Tools -

The State of Tennessee's Enterprise Resource Planning Solution [
My Links | Select One | Search Gol HomelSign out {closes window!|

Finance Procurement Logistics Training ‘Welcome Jeremy A Gross

(- TN Enhancements el New Window | Help | Customize Page | 15,
- Employee Self-Service
(> Manager Self Service Contract Entry
- HCM ; )
[~ FsCH Thresholds & Notifications
[ TM Conversions
= Supplier Contracts =
e Notify on Expired/Exceeds Max
Documents Buyer: ierea0705001 U Jeremy A Gross
— Contract Entry — - -
— Document Managem Expiration Date Notification
— My Contacts /
Collzborators Notify Buyer when contract is within specified days of expiring
[> Monitor and Update Expire Date: 11/30/2011
Agreements
[» Manage Contract Librar Notify Days Before Expires:
[» Supplier Contracts Set.
| Sepe Notification Date: 11302011
[» Contract Release Maximum Amount Notification
Processes
I Syndication and Notify Buyer when the total contract released amount is either within the specified
Messaging amount , or within the specified percentage, of the maximum contract amount.
> Related Links
> Products " .
e Amount Less than Maximum: usb
[ ltems Percent Less than Maximum:
[» Cost Accounting
[> Vendors Notification Amount: 1,000.00
e
Bl mount Summary
b EFTalE T Maximum Amount: 1,000.00 USD
[> Services Procurement  —
I Sourcing Total Line Released Amount: 0.00
[> Demand Planning .
& Grants Open Item Amount Released: 0.00
[> Program Mar
> Project Costing
[: Travel and Expenses Total Released Amount: 0.000
> Billing
I Accounts Receivable Remaining Amount: 1.000.000
> Accounts Payable Remaining Percent: 100.00
> Asset Management
> Banking oK Cancel Refresh
[> Cash Management
[» Commitment Control
[> General Ledger
[» SCM Integrations v
SiET )
1
Done [& € mnternet H100% I

Example 3. Expire Notification

29 Expire Notification — A single Notification will be generated on the Notification Date of

11/30/11 from the Expire Notification

30 Maximum Amount Notification — A Notification will be generated once and if the Total
Released Amount is $900.00 or greater.

The Notification will be generated every time the Notification Process runs and the Total
Released Amounts is greater than or equal to the Notification Amounts.
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A.5. Threshold and Notification Considerations

cont.

Worklist >Detail 1 7ew

Edison Role: TN2_PU_CN_AGCY_CONITRACT_ADMIN

EXAMPLE 4

- Worklist Notification

Fle  Edit

View  Favortes

Tools  Help

W I & Worklist

[ Quality

> Demand Planning

[> Inventory Policy Planning

[ Supply Planning

[+ Grants

> Program Management

[ Project Costing

> Proposal Management

[ Maintenance Management

> Resource Management

[> Lease Administration

> Staffing

[> Travel and Expenses

[> Billing

[ Accounts Receivable

[ Accounts Payable

[> eSettlements

[ Asset Management

[ IT Asset Management

[ Banking

[> Cash Management

> Deal Management

> Risk Management

[» Financial Gateway

[> VAT and Intrastat

[» Excise and Sales Tax/VAT
IND

[ Commitment Control

> General Ledger

[> Allocations

[ Statutory Reports

[» SCM Integrations

> Set Up Financials/Supply
Chain

[ Enterprise Components

[» Government Resource
Directory

[ Background Processes

3

Worklist for jerea0705001: Jeremy A Gross

Detail View

Hame| Worklist | MultiChannel Console | Add to Favorites | Sian out

work Uisttiame| ]

Find | View 100 |

Mew Window | Help | Customize Page | 5,

Worked By Activity

Expiring Contracts / Max §

Link
0000000000000000000028393,

Priority

Erom Date From Work Item
ERP_BATCH 08/2312011 (T:h“r':;'ﬂ‘ ;
ERP_BATCH 0812212011 ?ﬁr"eﬁﬂ‘d
ERP_BATCH 08/2212011 .?;F;;ﬂ‘ .
ERP_BATCH 081912011 ?ﬁ:‘:;ﬂm
ERP_BATCH 081972011 '?:g;c;\d
ERP_BATCH 081912011 (T:h“g;'f]'m

Transaction

William K Beecroft  08/09/2011
Approved

Expiring Contracts / Max $

Expiring Contracts / Max §

Expiring Contracts / Max §

Expiring Contracts / Max §

Expiring Contracts / Max §

Approval Workflow

SHARE, 2011-08-31, 0000000001
ereal 705001
00000028396
| SHARE, 2011-08-31, 0000000001
ereal705001

0000000000000000000028392,
| SHARE, 2011-08-31, 0000000001
erea0705001
0000000000000000000028393
~ | EHARE. 2011-08-21, 0000000001
ereal705001
0000000000000000000028395,
| SHARE, 2011-08-31, 0000000001
ereal705001
00000000000000000000228394,
~ | SHARE, 2011-08-21, 0000000001
erea0705001
8P WORKORDER,
BUSINESS UNIT:31701
WORK ORDER 1D:00000000745000
7339
SP_WORKORDER,

MarkWorked | \

i Transaction BUSINESS UNIT:31701
| \ BUSINESS UNIT.31701 \
= Worklist William K Beecroft  08/05/2011 Approved Approval Workflow WORK ORDER. ID:00000000225009, Mark Worked | ‘
7325
_ EP WORKORDER,
~ - Transaction BUSINESS UNIT:31701 \
[ Application Diagnostics William K Beecroft  08/05/2011 Approved Approval Workflow WORK ORDER_ ID:00000000604001 Mark Worked | ‘
> Tree Manager a0
" 7329
- Reporting Tools
1 PeopleTools SF_WORKORDER
1> Development Utilities v Transaction v BUSINESS UNIT:31701 \
5 Packag‘:ng William K Beecroft  08/05/2011 Approved Approval Workflow > : ORK ORDER 1D-00000000538004. Mark Worked |
— Tax Center 7327
— Treasury lanagement &P _WORKORDER.,
Center Transaction BUSINESS UNIT:21701 o
- Treasun Processing Center | | VW'3M K Beecrolt 08052011 e e — IORK ORDER [D:00000000478005, M@K Worked | | -
— Treasury Definitions Center |« < | 3 .
Jawascripk:submitAction_win0{document, wing, PSWORKLIST §srt2407); (% & mternet E100% T I

31

Example 4. Worklist Notification

Worklist Notification — Expire Notification will be generated in the Contract

Administrator’s Worklist for each Contract.
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A.6. Threshold and Notification Considerations
cont.

Contract Adpunistrator and other authorized users should access State Enmail Account to view
Edison Role: TN2_PU_CN_AGCY_CONTRACT_ADMIN

EXAMPLE 5 — Email Notification Example

‘= Mail From: =noaddress@state.tn.us>

File Edit ‘iew Actions Tools ‘Window Help

T dose @Reply - QForward - 9 - B €= E n oo fia ',

Mail | Properties || Personalize || Message Source |

From: <noaddre: ;
B 55, Jeremy; Info, TH.Procurement
ject: Conkract Expire/Exceeds Motification for: SetID = SHARE, Conkract ID = 000000000 Q00000023393

B/19/2011 5:01 PM

The Following Contract has expired, or has reached [ exceaded the maximum monetary amount

SetlD = SHARE
Conkrack 10 = 0000000000000000000025393
Contract Description = Test Motifications
Contract Begin Date = 2011-03-04

Contract Expire Date = 2011-08-31

Master Contract ID =

Example 5. Email Notification

32 Worklist Notification — Expire Notification will be generated in the Contract

Administrator’s Email Account for each Contract.
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